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APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334. 
Attention: Scheduling Section. ' 

Office of Traffic Engineerink &-Safety 
Atlanta, Georgia 30334 

II__ .-__ I. Person to Contact Working Title Telephone Number 

_ -  Dianne __.___ Riccion&iWasfiiMer - 
1. Action Requested 

a. 
b. 
c. 0 Amend Application No. Checkone: 0 Change; 0 Supercede; 0 Void 
Dates of Series 

111 Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. L 

5. Records Series Title (followed by title used in office; if different) 
Iarliest Latest 
1-9-84 To date 

i. Division and Office Function 
I Motor Vehicle Accident Report Reference F i l e s  

What is the function of the Division and the Office in which tld record series is created? 
The Division of Highways is responsible for the planning, location, design, construction, 
maintenance, and operations of all roads and bridges financed by Federal-Aid, State-Aid 
or Authority funds. The Division of Highways is divided into five sections: The Pre- 
Construction Section; the Construction Section; the Federal Liason Section; the Tollroads 
Section; and the Operations Section, of which Traffic & Safety is part. This section 
issues permits and enforces regulations governing overweight vehicles, designs improvements 
in vehic ular and pedestrian traffic controls, effects the relocation of utilities existing 
on project right-of-ways, administers State-Aid, and maintains the quality of highways. 

, 

- 
I n =  the followi?? documents (include form numbers and titles, If my): 

- 

Documents relating to: entering motor vehicle accident data i n t o  the k3artment 's computer s y s t a  
f o r  use i n  long-term comparative analyses to  determine changes needed i n  road design, 
vehicular or pedestrian t r a f f i c  controls, location of u t i l i t y  l i n e s ,  or highway maintenai 

Indudedare: Copies of ''Motor Vehicle Accident fleports" received fran t h e  Department of Public 
.. Safety . 

. .  - .  

. .  j j  .I -. File is arranged: In case number order. 
f .i , .j . .  . , + 

8. Monthly Reference Rate 
One to six months old 

How often are records referred to whic- 
3 .: , ; Seven to twelve months old ; Thirteen to twenty-four months old .~ 

. .  twenty-five months and older '.2 7.. ~ - .I 

; Otk r  (specify) . .  
9. Ahnual ~. Rate of Accumulation of Rcmrdi 1 . 

- '  Lettg-size drawers -49.; Ligal-iietira i ;Shelves 

.- 

- .  
., . - . 

- - ~. #-.-.I . ~i. . . .~ ~. . ~. -. - - .  



a. Is this the official copy of the series? c .  

here i s  it? 

X 

I b. Does the series contain confidential information requiring security handling? If  yes, cite law & regulation. 
X 
X c. I s  this a vital record? I x d. Does this series have historical of long term-rch value? - t .  

i 

3 
e. When one 

1. Is the information m.n&imdin this SerieJ euw-w? I f vet. attach cap~. 
g. I s  the information amtained in this series ever analyzed #nd/or.recorded in a summarized report? 

lflLem&_coPY. summarized in computer printout (scheduled sepmately) 

two documents in the file make it necesary to keep the entire file for a long period, &Id these 
X d o c u m e n l t L b e _ r c ~ ~ ~ ~ ~ ?  ' r: --- x 

h. I s  there a duplication of this series in your office, or in another office or agency? 
X ' Ifves.wheref State Patrol - Has microfilmed copy without our coding. 
X I  I i. IS this swks ( o r m i n L p  ' n  . 
X I  I. Doest he r e a r d m  )iles m u t  and 
1. Retention Requirements Taffic Accident Analysis Fil& The following requires the series to be kept: 

- as appropriate 
a. State Law years. d. Audit period yeais. 
b. Statute of limitation years. e. Administrative need Q years. 
c Federal law - years. f. Federal retention instructions years. 

J _c Attach copy or excert of laws w regulatidns. Explain administrative need. 

Reports must be retained to confirm information that is coded on computer and to double 
check certain areas at various times. 
THESE ARE REFERENCE COPIES FOR ADMINISTRATIVE USE ONLY!!! 
> .  

2. Approved Disposition Instructions This agency recommends that the file series be cut off a t  the end of each- 
13 Calendar Year; 0 Fiscal Year; 0 Other --then, 

Hold in the current files area month(s1 .- yeads); then 

Transfer to State Records Center; hold A y e a r ( s 1 ;  then 
0 Transfer to local holding area; hold 

XI Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

year(r); then 

.. ., 

- These instructions apply to al l  pior and future accumulations of the series. 

State Records Committee (Signaturn) 
bcommendations in para- 
naph 12 are approved. 
If disapproved. attach kmar 
if explanation.) 

. .  
L - 


